Keyboard-Oriented Filing
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Successful PDF Conversion
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Many of these shortcuts are Windows features. Try them in other applications as well.

Use the Mouse for:
Selecting Multiple Items from a Pick List Hold the Ctrl key down and click multiple items with the mouse
Browse and Upload Page Click Browse and navigate to the PDF document
Highlighting Text to Copy’ Use the mouse to highlight the text to be bopied. Then, hit Ctr] + C.
Move to the field where you want to insert the text copied, then hit Ctrl + V.

Successful PDF Conversion: Avoid Formatting Changes in your PDF document and change the printer to Acrobat PDFWriter
before doing the actual conversien.

Click File...Print.

Use the drop down list and select Acrobat PDFWriter as your current printer.

Close the Print window, instead of clicking Print.

Review your document and check for any formatting changes. Make corrections as necessary.
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5. Now, convert to PDF as you normally would. .

Next time, you won't be surprised to find that blank page was inserted without you knowing it!




